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Comptroller 2 May 1962

Acting Chilef, Fiscal Division

Reducing the Bandling of Peper Work

1. With the growing demands for more finencial information and our
policy to hold dowvn the growth in the number of personnel, it is encumbent
upon us to epeed up the processing of paper work. One of the most time
consuning aspects of paper work is ealtiple handling, i.e., the routing
of the same document through many persons. We are all attempting to
keep the multiple handling to the minimm level required to develop and
furnish the necegssry finencial information. However, on occasion pro-
cedures asre instituted that creste, quite unintentionally, additional
unnecessary paper handling. An exmmple of this problem follows:

2. On occssion the Finance Pdvision has need for certain
vouchers that the Fiscal Division hes retired to the
Reccords Center. Under present procedure the Finance
Division prepares & list of the desired documents and
forwards that list to the Fiscal Division. An employee
of the Fismcal Division is then required to prepare a
Recaords Center Service Request, copy attached, for each
degired document (& recent request from the Finance
Divisiocn contained approximately 200 documents, for each
of vhich & Form 490 had to be prepared). The requested
documents wlll be forwarded by the Records Center to the
Fiscal Division, vhich in turn will forward the documents
to the Finance Division. When the Finance Division is
through with the documents they will be returned to the
Figcal Division which will prepsre them for return to the
Records Center. The Fiscal Division is involved only
because i1t iIs technically responsible for the documents.

I feel thet this brief description indicates the smpount of
time, delsy, and probable unnecessary handling that is
involved in securing dccumente from and returning them to
the Records Center. Becsuse of geographic locations, we are
attempting to reduce handling and to save time by requesting
direct delivery tc Finance,

b. The Records Management Officer became aware of this request
and inquired as to vhether or not I felt it was justified
and offered several suggestions that might expedite it.

The Fiscal Dlvision has to assume that the Finsnce Division
would not have requested documents they did not need.
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i c. It is believed that much time and effort could be seved

if all requests for informstion from the Records Center

! could be handled in a more dirsct manner. Therefore, it

| is recommended that the procefure be shanged to provide
that all reguesis for information from the Records Center
b;ffmmm to and processed by the Records Mansgement
Officer.

2. The foregoing, although an exsggerated cese, is 1llustrative
of the type of paper handling sn office gets into because of procedural

! technical cognizance without any work interest. It is suggested that
j rrocedures be reviewed to eliminste unnecessary routing of paper.
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